
 

Job Description 
 

Job title: Payroll Officer 

Location: Head Office, Islington 

Hours:  37 hours per week 

Grade:  £26,340 - £28,656 inclusive of ILW, Family Action Grade 2 (pt. 16-19)  

Service :  Human Resources 

Reports to: Payroll Manager 

 

Principal Responsibilities:  

1. To collate and check monthly payroll data for input to the payroll processing system (CHRIS 21). 
 
2. To maintain the Family Action employee database by adding new starters, creating new 

positions, updating employee changes, terminating employees. 
 
3. To ensure the payroll for Isle of Man staff is processed accurately and sent to the outsourced 

Payroll Provider in a timely manner and verifying payroll reports received from the payroll 
provider. 

 
4. To assist with running the monthly payroll, organising the workload and meet monthly 

payment deadlines. 
 
5. To record employee sickness absence in CHRIS 21 the HR System, calculate SSP, and process 

any deductions in line with the staff sickness entitlement. 
 
6. Complete monthly reconciliations for payroll, pension and other payroll related nominal 

ledgers and assist in year-end reconciliations. 
 
7. To prepare/process HR invoices for authorisation and payment. 

 

8. To produce monthly reports for the Scorecard, Sickness Absence and Turnover and other 
reports as and when required. 
 

9. To ensure that queries to the Payroll Inbox are prioritised and responded to within a 
reasonable timescale.  

 

10. Ensure the company adheres to all relevant HMRC legislations. 
 

11. Carry out ad-hoc payroll, HR tasks and any other reasonable duties as and when required. 



 

 

12. To work flexibly as may be required by the needs of the service. 
 

13. To maintain filing and other information storage systems to ensure that up to date information 
is readily available when required by external agencies, staff or auditors.  

 

14. To adhere to Family Action’s policies and procedures.  
 
15. To attend and contribute to monthly team meetings. 
 
16. To take personal responsibility within the scope of the job for presenting a positive corporate 

image of Family Action.  
 

17. To undertake other duties appropriate for the job purpose as may be require from time to 
time. To be able to evidence Family Action’s values at all times, which underpin Family Action’s 
mission of ‘building stronger families’ by: 
a. Being people focused  
b. Reflecting a ‘can do’ approach 
c. Striving for excellence in everything we do 
d. Having mutual respect for everyone we work with, work for and support through our 

service 
 

18. To ensure you have an understanding to your role, and comply with Family Action’s 
procedures for promoting and safeguarding the welfare of children and vulnerable adults. 
 

19. To ensure the implementation of Family Action’s Equality & Diversity Policy and Ethical Policy in 
every aspect of your work and positively promote the principles of these policies amongst 
colleagues, service users and other members of the community. 
 

20. To comply with Family Action’s Health and Safety Policy, Data Protection Policy and to protect 
your own and others’ health, safety and welfare. 

 
 
 

 
 

 

 

 

 

 



 

Person Specification 
 
1. NVQ Level 4 or equivalent qualification in Payroll. 

 
2. Relevant experience in payroll processing and a good understanding of accounting concepts 

including their application. 
 
3. The ability to input information quickly and accurately, with attention to detail. 
 
4. Computer literacy including competency in Excel with Intermediate to Advanced level. 
 
5. Demonstrate experience of working with computerised payroll systems and HR information 

systems including CHRIS 21, Access and Sun Accounts. 
 
6. Ability to work collaboratively and communicate effectively with colleagues in HR, Finance and 

across Family Action. 
 
7. Ability to prioritise work and meet tight reporting deadlines. 
 
8. Ability to perform pay calculations and explain these to staff. 
 
9. Understanding of payroll processes regarding employee pension and reporting requirements. 
 
10. Ability to use initiative and to suggest new ideas for service improvement. 
 
11. To be able to evidence Family Action’s values at all times, which underpin Family Action’s 

mission of ‘building stronger families’ by: 

a. Being people focused 
b. Reflecting a ‘can do’ approach 
c. Striving for excellence in everything we do 

d. Having mutual respect for everyone we work with, work for and support through our 
services 

 


